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l. GENERAL |
This Regulation establishes Agency policy, requirements and uniform pro-
cedures for effecting periodlc step~increases to personnel compensated on
a per annum basis and occupying positiqns pald in accordance with the
compensation schedules fixed by the Classification Act of 1949, as amended
(P. L. L29, Blst Congress). This Regulation does not apply to personnel

designated as temporary or having appointments with a definite time llmita

tione.

2e f’OLICY

Periodic step-increases as provided for in the Classification Act of 1949,
as amended, are éwarded to employees of the Central Intelligence Agency in
accordance with Agency's general adherence-to the prineiples and practicesﬂ'

of that Act, Employees who are compensated on a per annum basis and

oceupy positions paid in accoréiance with compensation schedules fixed by
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the Classification Act of 1949, as awended, are eligible for periodic

step-increases subject to the conditions prescribed in this Regulations

3e
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RESFUNSIBILITIES

The Assistant Director for Personnel shall establisnh such records and
procedures as may be required to provide timely notification to

*
Operating Officials of scheduled periodic step~increases, process
approved increases as scheduled, and notify the employees concerned
and the Office of the Comptroller of the effective dateé of such
inqreasesn
Agency supervisory officlals shall approve or disapprove period stepe
increases for employees under their supervision in accordance with the
procedur?s prescribed by this Regulatione.

COUDITIONS CF RLIGIBILITY FOR PFRICDIC STEP-INCREASE

A periodic step~incresse is a pay increase of one=step within the pay range

of a grade which Is granted an individual upon his completion of a prescribed

period of satisfactory performance. To be eligible to recelve periodic

t
step~increases, successively 1o the next higher rate within his grade, an

employee must satisfy all of theo following requirements:

8e

He must be receiving less than thg maximun scheduled pay rate of his
grades The maximwa scheduled rate is the maximum pay rate of any grade
under the CGeneral Schedule (GS) or Crafts, Protective and Custodial
Schedules {CPC), exclusive of rates established under Federal regula-
tions governing longevity step-increases, and increases for meritorious

servicee

*Operating Officials include the Assistant Directors of the Office of the Deput:
Director (Intelligence), the Chiefe of Administrative Offices of the Office of
the Deputy Director (Administration), the Chiefs of Senior Staffs and Area
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-be He must have completed the prescribed waitiﬁg period specified in
paragraph & belowe
~¢e He shall not have received an "equivalent increase in compensation®
during the prescribed waiting periods An equivalent increase in
compensation is the total of any increase or increases in basic come
putation which is equal to or greater than the smallest step-increase
in any grade in which the employee has served during the pericd under
consideration. INhcreases of the following types, although they may
iévolve comparable amounts, are not considered "equivalent" increases
'iﬁ compensation:
(1) Any increase in rates of basic compensation pfovided.by laws
(2) An additional step-increase as a reward for superior accompligh=
mént;
{3) 4n increase made for the specifig purpose of correcting an error
in a previous demotion or reduction in pay;
(L) ‘Payment of a foréign or a territorial post differential or cost
of living allowances ¢
de Current service and/or conduct of the enployee shall have been deter=-
mined to be satisfactory by his immediate supervisory of Micial(s)e
Be  COMrUTATION COF WAITIHNG PERIOD R EQUIRECINTS
as The walting period is the minimum time requirement of creditable serwv
without an equivalent increase in compensation in order to be eligible
for consideration for a periodic step-increase. The waiting period
for either full~iine or regular part-iime employees is 52 calendar
weeks for grades G(3-10 or CPC~10 and below; and 78 calendar weeks for

.
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grades (S~11 and above., The wai t:mg period s-_ 1
when the employee's services sre temimted on 'bhe 1ast« _da;y oi‘ i !
regularly scheduled work week and his naxbv appointment is made eﬁ‘ec—l
tive on the first day of the next regularly scheduled administrative |
work week for his new ﬁositionu |

be The types of service listed below will be cbnsidered as creditable
service in the camputation of the waitling periods
(l_) Continuous paid civilian employment in any branch (executive,

Q" legislative, judiciél) of the Federal Government, or in the
I«iunicipai Governmerit of the District of Columbia, including
advance annual and sick leave, and service under a tguporary
app;ointment or compensated at a per diem or hourly rate, but not
including service pald at overtime rate.

(2)  Leave without pay, furlough, or suspension not in excess of two
work weeks.

(3) Paid Federal civilian employment prior to a non-pay period,
including separation, providing such non-pay pe'r:iod was not
in excess of 52 calendar weeks. When such prior service is
credited, there must be suf{icient current creditable service
to complete the waiting period.

(L) Service with the armed forces or, when directed by the appro-
priate authority, in essential non-Government cilvilian employ-
ment, in the public interest, during a mﬂod of war or national
emergency, when otherwise creditable service was interrupteds

-l -
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(5) Not to exceed 120 calendar days between discharge or terminatior
and re-cmployment under mandatory provisions of én;y statute,
regulation, or executive order.

6es EFFECTIVE DATE
3e Periodic step-increases shall be made effective at the begiming of
the next pay period following the completion of the required walting

period and compliance with the other fequired conditions of eligibili

"ba When a step-increase is delayed beyond its proper éffective date

E%%E}f. through administrative error, delay, or oversight, the stepw=
inarease shall be made effective as of the date it was properly due.
7. NOTIFICATICH OF SCHEDULED rERIODIC STEP~INCEFASES
The Office of Fersonnel shall fumish names of employees scheduled for
periodic step~increases to appropriate administrative oi‘ficials at least
twoe full vay periods in advance of the due dates of such increasess Form
Noe s Employees Scheduled for Periodic Step=-Increases, will be utilized

——

for this purpose. (8ee !'igure 1.) ‘

8.  DEVERMINATIGN CF SERVICE AND/OR CONDUCT '

E: 1 Determina.tiqns of satisfactory or unsatisfactory service and/or condu
shall be based on the evaluatioq of the supervisor immediately respon
sible for the employee's current work,

be In the event the employee has not been under the supervision of his
present. supervisor for a period of at least 30 calendar days precedin
the date of certification, the employeets last previous supervisor

shall be consulted, if practicable, with regard to the enployee's

service and conduct,.

-_5_
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¢. It is unnecessery for Operetipg Officisls to submit formsl certifications

of setisfaciory esrvice and/or conduct to the Office of Personnel.
Presumption oif setinfectory aervieé and/or condect shall be made by the
Office of Bgrnonml in each case in vhich certification of unsatisfectory
service andfor conduet 13 not received from the Operating qffiieial by. the
first vorking day of the pay period immediately preceding thet in which
the employee's periocdic step-increase becomes due, sand the step-increase
shall be processed us scheduled. " |

a. If the service and/or conduct of an otherwise eligible employee have been
unnatisf&‘étory to an extent werrsnting disapproval of his pericdic step-
increase, the supervisor directly reésponsible for the individual concerned
'will 8o certify. Certifications of unsatislactory service an‘ﬂ/or conduct
will be submitted by the supervisor through rormal adwinistrative channels
to the 0ffice of Personnel. B8uch certifications must be received by the

Processing and Records Division, Office of Persanml, no later than the

first working day of the pay period preceding that in which the empmyeet*
periodic step-incrsases become due. These reporte shell stm;e apeciﬂcnl]y

the reasons for making a certification of "um&tinfuctery" ard shall be
counter-gigned by tha affected employee as evidence that he has besn msds aware
of the supeﬁimr‘a sction. If tﬁa employee's performance has been so

unsatisfactory that a Separation (Inefficiency) action 1s contemplated, 25X1A

Operating Officials should take action in accordance vith [ ENEGGNGNGN
25X1A _ Before initiating separstion procedures, Operat-

6
COKFIDERTIAL

X

Approved For Release 2000/05/08 : CIA-RDP78-04718A001100140034-9 -




25X1A

" Approved For Release 2000/05/0% TGRIRDP78.04718A001100140034

fe

T

ing ¢fficials should fully explore the possibilitles for the

indiﬁidualls reassignment to & more sultable position within the
Agencye The Placement and Utilization Division, Office of Per-
sonnel, should be consulted in this regarde If resssignment action
is not possible and other action must be taken, the ﬁmployee.Services
Division, Office of Psrsonnel, will advise and assist operating
offices in preparing necessary documnentss

An gmployee whose regularly schsduled.périodic step-~increase has been
diéﬁpproved shall become ineligible for a periodic stepe-increase for
at least three calendar months following the due date of the dia-
approved increase, After that time, the employee shall receive a
periodiciétep-inarease vpon receipt by the Office of Personnel of

his supervisor's written certification ;hat the smployeels service
and/or conduct are currently satisfactorye In such ingtances, the
effective date of the step-increase shall be the First day of the

pay period following thé date of receipt by the Office of Personnel
of the supervisorts certification of satisfactoryjpeéformance. The
Office of Personnel shall notify the approprlate administrative or
personnel officer, in writing, of,the expiration of the three-month
period of ineligibility.

If, upon the expiration of four calendar months following supservisory
disapproval of an employee's regularly scheduled periodic step~
increase, his services and/or conduct are still considered unsatis-
factory, the Office of Personnel shall *initiate such follow-up action

w T w»
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as may be required to bring sbout an improvement in the individualls
work pgrfonnancé, reassiznment to a more sulbable position, or
separat;.on from !sg;ermy» anployment, as appropriate,

9.  NOTIFICATION GF APFROVED PERIODIC STEP-INGREASE

Standard Form 1126, Payroll Change S1lip, shall be prepared by the Office

of Persomnel and appropriate coples shall be forwarded to the emplbyae and

to the Office of the Comptroller ag officilal notificétion of approval and

ei_‘i‘ective date of a periodic stepe~increase.

10. HAINTENANCE CF mcomns

as & m;évier file will be maintained by the Office of Personnsl of dupli~
cate coples of Fom Now — Employess Scheduled for Periodic Step-
‘Incréases.“ {Bams Figure 1)

be Certificafiions of ungatisfactory service and/or conduct, together with
all supporting documentaticn, shzll be filed in the individualts -
Official Persomnel Foldaro. g

ce - The Personncl copy of Standard Form 1126, Payroll Change Slip, shall

be filed in the employee's Official Personnel Foldsre,
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